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VIII. Bid Format and Content
VIII.A. Introduction
These instructions prescribe the mandatory Bid format and the approach for the development and presentation of bid responses. Format instructions must be followed, all requirements and questions in the IFB must be answered, and all requested information must be supplied. Bids must be submitted in appropriately sealed containers and clearly marked or they may be rejected. 
VIII.B. Draft Bid Format and Content
The Draft Bid must follow the submission requirements described below for the Final Bid and must be clearly marked as “DRAFT BID” and “DRAFT COST WORKSHEET DATA”. For the Draft Bid and Draft Cost Data, all dollar cost items must be completed using “XXXs” or “TBDs”. Inclusion of cost figures in the Draft Bid may result in the elimination of the Bidder from further participation in the procurement process.

VIII.C. Final Bid Format and Content

The bid must be organized so that the responses can be easily found.  The Bid may include any appropriate exhibits necessary to illustrate responsiveness.  These exhibits must be clearly labeled and cross-referenced to the appropriate description of the requirement in the IFB.

It is the responsibility of the bidder to ensure that the bid is received by the Procurement Official at the location specified in Section I.D, by the date and time specified in Section I.E:  Key Action Dates. 

The withdrawal of any bid must be made in writing prior to the final bid submission date and time and must be signed by an authorized official of the bidder’s firm.  A VERBAL REQUEST TO WITHDRAW A BID WILL NOT BE ACCEPTED.  

BIDDERS SUBMITTING CONDITIONAL BIDS WILL BE DISQUALIFIED.
Bids must adhere to the following format standards: 

1. Clearly legible, preferably typed;

2. Microsoft Office Suite (2003 or later) software (Word, Excel, Project, PowerPoint) (PDF copies on CDs are acceptable);

3. 8.5 x 11 inch paper, preferably double-sided, and bound in three-ring binders with removable pages;
4. Each volume labeled to indicate “Master” or “Copy”, volume number in set,  Bidder name and “IFB DPR 3790-54-01”;

5. Full Table of Contents in each volume;

6. Bidder name in the header or footer of each page;

7. Sequentially numbered pages (either continuous or by major sections is permitted, excluding Section VI: Technical Requirements, which are already numbered);

8. Sequentially labeled exhibits (tables, graphs and graphics);

9. Cost information only provided in Final Bid, Volume III in a separate, sealed, marked envelope or container; and
10. Complete bid delivered under sealed cover.

The following must be shown on each page of the bid:

IFB DPR 3790-54-01
Name of Bidder

Bid Volume/Section Number

Page number

Exhibit Number (if applicable)

Each sealed bid container must be labeled as follows:

Department of General Services

Attention:  Jeremy Dailey
Procurement Division

707 West 3rd Street, 2nd Floor, MS 2-209

West Sacramento, CA 95605

Name of Bidder

IFB DPR 3790-54-01
Final Bid

DO NOT OPEN

Due date and time indicated in SECTION I.E: Key Action Dates

The bid price and all cost information must be submitted in a separate, sealed package.  The cost package must be marked “SEALED COST BID, IFB DPR 3790-54-01– DO NOT OPEN.”

The complete bid must be submitted in the number of copies indicated and include the items described in the following sections.
VIII.C.1 Volume I – Response to Requirements 
One (1) Master, Ten (10) Copies, Two (2) CDs

This volume must contain all responses to the Administrative Requirements and the Technical Requirements of the IFB. All forms, exhibits and questionnaires except cost data, must be completed and included in this volume.  The organization is to be as follows:

· Section 1: Cover Letter

· Section 2: Table of Contents

· Section 3: Administrative Requirements Response 

· Section 4: Technical Requirements Response 

The substance of each portion is described in Section VIII.D: Format Detail.
VIII.C.2 Volume II – Completed Agreement 

One (1) Master, One (1) Copy, Two (2) CDs

This volume must contain the completed and signed Agreement (STD. 213 IT), including terms and conditions, and attachments, EXCEPT for cost data.  There shall be an original signature on each copy of the Agreement.  
VIII.C.3 Volume III – Cost Data

One (1) Master, Five (5) Copies, Two (2) CDs

This volume must be in a separately sealed, marked envelope or container, containing all completed cost sheets and any other document with cost data identified as required in the IFB.  This volume shall contain the Cost Worksheet (Exhibit VII-A).
VIII.D. Format Detail

VIII.D.1 Volume I – Response to Requirements

The Bidder’s response to the IFB for Volume I must be in the order and format indicated below. Except for Section VI: Technical Requirements, which are already numbered, each page must be numbered in a manner of the Bidder’s own choosing to make easy reference possible. The organization should be as described in the following sections. 

VIII.D.1.a Section 1: Cover Letter
The Cover Letter must be prepared and signed in accordance with IFB Section II.C.5.e: Signature of Bid, and must be the first page of Volume I of the Bid. 
VIII.D.1.b Section 2: Table of Contents

This part of the Bid must contain a Table of Contents. Major parts of the Bid, including forms and Exhibits, must be identified by volume and page number.
VIII.D.1.c Section 3: Administrative Requirements Response
This section must contain all required responses, Exhibits, forms, etc. specified in Section V: Administrative Requirements.  Material should be organized in the same sequence as that section.  The Bidder must provide a response to every Mandatory (M) requirement.  Failure to respond to a requirement may be cause for rejection of the Bidder’s Bid.  All applicable Exhibits and other documents must be included and completely filled out, with signatures where required. Refer to Exhibit I-D: Bidder’s Checklist (contained in Section I). 
VIII.D.1.d Section 4: Technical Requirements Response
This section must contain the Bidder’s response for each Mandatory (M) Mandatory Scorable (MS) requirement, and Desirable Scorable (DS) features listed in IFB Section VI: Technical Requirements. Material should be organized in the same sequence as that section. The Bidder must not re-type Section VI; the Bidder must complete and attach Section VI as it is published in this IFB. 
Bidders must use the Microsoft Excel spreadsheet tool provided by the State to respond to each of the Desirable Scorable (DS) Functional and Technical Features. All applicable Exhibits must be included and completely filled out. Refer to Exhibit I-D: Bidder’s Checklist (contained in Section I).
VIII.D.2 Volume II – Completed Agreement 

This volume must contain the completed and signed Agreement (STD 213IT), including terms and conditions, and attachments, EXCEPT for cost data. The Bidder must submit five (5) originally-executed copies of the STD 213IT Standard Agreement in this portion of the Final Bid. Appendix A contains the State’s STD 213IT Standard Agreement and Statement of Work. Deviation from the terms and conditions for this IFB will be cause for rejection of the bid. 

The Draft Bid submittal must include the Standard Agreement Form STD 213IT, but need not be signed. The Effective Dates and Amounts (items “2” and “3”) must not be completed.
The organization is to be as follows:

· Standard Agreement (STD. 213IT)

· Statement of Work 

VIII.D.3 Volume III – Cost Data 

This volume must be submitted in a separate, sealed and clearly identified package. This volume consists of: 

· Section 1:  Exhibit VII-A, Cost Worksheet

· Section 2:  Letter of Bondability

VIII.D.3.a Section 1: Cost Worksheet
This section must contain all cost tables required by this IFB, as provided in Exhibit VII-A: Cost Worksheet (Table VII-A through Table VII-I). 

VIII.D.3.b Section 2: Proof of Bondability

This section must contain a letter indicating proof of bondability. Refer to Section V.G.3: Performance Bond/Letter of Bondability. 






